Georgia Department of Labor )
APPLICATION FOR RECORDS RETENTION SCHEDULE Employment Security Agency
Administrative Services Division

4 Records Management and Controls

INSTRUCTIONS The Reoords Management Officer of the Agency s Records Management and Controls Unit will be of assistance in com-
pleting this form. After Division Director/Designee has sngned the form, forward original to Administrative Services Division, Records
Management and Controls, 130 Memorial Drive, S. W., Atlanta, Georgia 30303. Attentlon Records Management Officer

FOR AGENCY USE 1. Agency Address : FOR RECORDS MANAG EMENT USE
Application Date , : ' ' Application Number
Georgla Department of Labor 8 ‘ - 3 7 6
Application Number Benefit Payments Section - Date Received Date Completed
154 Washington Street JUL 20 1981 AUG 7
2. Person to Contact Working Title “Telephone Number

Glenda Howard . TR Claims Examiner 656-3136

3. Action Requested
a. K] Establish Retention Schedule’ .?reoord will continue to accumulate.
b. [J Dispose of present accumulation; no further accumulation anticipated.

c. [1 Amend Application No . — Check One: [] Changg,_ [] Supercede; [ Void
4. Dates of Series 5. Records Series Title (foﬂowed by title used in office; if different)
Earliest Latest r
1971 . | current | .Corrected Social Security Files _ » N
6. Division and Office Function . -What is the functlon of the Division and the Offlce in Whl this record series JS creat ?

The Unemployment Insurance Compensatlon Division plans and dlrects the determlnatlon o
employer liability, c¢ollection of taxes and wage reports, and processes celaims™ 1n )
accordance with the Georgla Employment Securlty Law, and adminlsters the federal UIC N
program. -

The Claims Administration or Benefit Payments Section supervises the receipt, processing and
payment of claims for unemployment compensation benefits and maintains individual
claimant records.

The Overpayment Unit audits and collects all overpayment accounts on UI benefit claims
and maintains centralized records on these accounts which are coordinated through the

claims center in the field.

7. Record Series Description This file contains the followmg doeuments finclude form numbers and titles, if any):
. Attach samples of the file.
Documents relating to: the correction of social security number, evidence of change and original
number (copy), and communications with claims center and claimant :

Included are:
- ESA-157 Claims Memorandum

ESA-157.13 " ", form letter 1nEerstate overpayment
ESA-404 Request for Wage and Separation Information C
ESA-419 Notice to Base Period Employers of Claim Filed

- (Original returned to Central Office)

ESA-1878 Wage Report Look Up-facilitative worksheet
random print-out from terminal query, 10-15 pages @

File is arranged; arranged alphabetically by surname

8. Moﬂnthiy‘heferenoe_ﬂ_ate .How often are records referred to which are:
One to six months old 10 ; Seven to twelve monthsold___ 5 ; Thirteen to twenty-four monthsold__ 1 ;
twenty-five months and older 1 ?
9. Annual Rate of Accumulation of Records ) '
-+ Letter-sizedrawers_ 1  : Legal-size drawers ; Shelves ; Other {specify)
{Over) ~ ESA-144 (3/80)

N e e e

{AR-50-71)




YES| NO | 10. Questnonnalre (Place an “X" in the proper column)

a. Is this the official copy of the series? ,
X H not, where is it? . z

b. Does the series contain cqpfidential information requiring security handling? ~ If yes, cite law or regulation. =
X Ga Code Ann. 54-642.1
X c. Isthis a vital record?
_d. Does this series have hlstoncal or Iong term research value? : a /
e. When one or two document_s in the file make it necessary to keep the entire file for a |ong period, “could these documents
be scheduled separately?
1 x| f Isthe information contained in this series ever published? It yes, attach copy.

g s the information contained in this series ever analyzed and/or recorded in a summanzed report?
If yes, attach copy. R e e

»
o

X -
h. Is there a duplication of this series in your office, or in another of'flce or agencv?
If yes, where? . - .
x These are centralized co
| -] s |_i._Isthis series for a major portion of it} regularly microfilmed? _ L
] Vx J. Does the record series result in a computer printout? {nc~ludes some print-outs of limited volume
11. Retention Requirements The following requires the series to be kept:
a. State Law ? years. d. Audit period years.
b. Statute of limitation years. e. Administrative need 3 years.
c. Federal Law ’ years. f. Federal retention instructions __ years.

Attach copy or excert of laws or regulations. Explam administrative need.

This series will not be used by the General Counsel's offlce as evidence in any proceedlng.
This series is a centralized, facilitative set of copies which_ serves the checking and
change of social security numbers. _The social security number is the prlmary arrangement
key and primary descriptor inteo the data base for wages pald The clalms centers hold the

L.—original-document . £0 ] , '
12. Approved Disposition Instructlons This agency recommends that the file senes be cut off at the end of each:

’ﬁCalendar Year [ Fiscal Year; ' [J Other_ v - - then.
Hold in the current files aree 6 _ month(s) B | | yeér(s); tlnen - A o o }
[ Transfer to local holding area; hold year(s); then
K] Transfer to State Records Center; hotd § i year(s); then

&l Destroy. . . oy
[ Transfer to State Archwes for permanent retentnon
{3 Other (Specify)

These instructions a_p_plv to all prior and f UK ccumulations Qf:the series, . . -

_Division Director/Designee (Signature} | ] Date T 24 “ 7‘ ‘/ ﬁ
¢ fo = ) ; W
oL W o | o By i | 791
ESA Director (Signature)) ) _/ Date’ Records Mapagement Dficgt (Signature) - /Datyr

T 28077 | Aeppe/ ) bons,

State Records Committee (Signatupé)
rd

Recommendations in paragraph

12 are approved. (/f disapproved, State Auditor/ Design& \’qu“‘"d M’ﬁ
attach letter of explanation.) — ' '
*gec%tatemesignee CI) Y. g g 'Z ﬁ ‘ 7.__ 27~ 4

Attorney GeneraI/Desrgnee W____g \
{Heverse Side




